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Articles 


(A) Indicates Arbitration Case 
(D) Indicates Digest 


(C) Indicates Case 


Absenteeism 


Four-Day Weekend (C) Aug. 
The Deer-Hunter’s Dilemma (A) Sep. 


Appraisal 


Know Thyself: First Step to 
Better Performance Appraisal 
(D) 

Common Sense About Coach- 
ing 

Straight Talk on Performance 
Appraisal 

How to Describe a Job 

Communication: What Employ- 
ees Expect from Their Super- 
visors 

What You Should Know About 
Your Subordinates 


Try This Approach to Appraisals Nov. 


Custom-Tailor Your Appraisals 


Arbitration 
IF You WERE THE ARBITRATOR: 


Measuring Up 

Missed Opportunities 

Lost Minutes 

The Favored Samplemaker .... 
Misjudged Ability 
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Does the Punishment Fit the 
MORNE Ss 5 5 olc!d 5 graces aces Baap Jun. 

Record Keeping 

The Rejected Assignment 

The Deer-Hunter’s Dilemma... 

The Lost Overtime 

The Underqualified Applicant. . 

The Disqualified Absentee 


Automation 
(See also Technology) 


Coming — Traffic Lights That 
Think (D) 

The Countless Uses of Counters 
(D) 

Silicon Chips: Miracle of Minia- 
turization (D) 

Optical Scanning: A Computer’s 
Best Friend (D) 

What Will Computers Do Next? 
(D) 

Computers That Program Them- 
selves (D) 


Boss-Supervisor Relationships 


The Value of Trust 
Bypassing the Boss (C) 
How to Sell an Idea to Superiors 
(D) 
What Is a Manager? ......... Nov. 
How to Frustrate Your Boss (D) Dec. 
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The Lost Overtime 
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The Disqualified Absentee 


Automation 
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Coming — Traffic Lights That 
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The Countless Uses of Counters 
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Silicon Chips: Miracle of Minia- 
turization (D) 

Optical Scanning: A Computer’s 
Best Friend (D) 

What Will Computers Do Next? 
(D) 

Computers That Program Them- 
selves (D) 


Boss-Supervisor Relationships 


The Value of Trust 
Bypassing the Boss (C) 
How to Sell an Idea to Superiors 
(D) 
What Is a Manager? ......... Nov. 
How to Frustrate Your Boss (D) Dec. 





Cases 


Special Privileges (Nov. 1965) 
Discussion 

Don’t Tread on Me (Dec. 1965) 
Discussion 

Subtle Sabotage 
Discussion 

Office Outcast 
Discussion 

The Worm Turns 
Discussion 

Unfair Competition? ......... Apr. 
Discussion 

“Stop Killing the Job” 
Discussion 

Too Nonchalant 
Discussion 

Happy. Holiday? 
Discussion 

Four-Day Weekend 
Discussion 

Bypassing the Boss 
Discussion 

Rude Awakening 
Discussion 

Disputed Decision 

The Reluctant Operator 


Communication 


(See also Counseling; Motivation; 
Training) 


How to Give an Order pod 
Writing Letters to Busy People. Jan. 14 
13 Keys to Better Training.... Jan. 16 
Know Thyself: First Step to 

Better Performance Appraisal 

(D) Jan. 41 
Hiring Interviews: How’s Your 

Batting Average? .......... Feb. 7 
Communication That Gets Re- 

sults (D) Feb. 35 
Tips on Exit Interviewing (D) Feb. 42 
Read Faster and Better (D)... Feb. 47 
Employee Selection: How Much 

Does Personality Count? ... Mar. 22 
How to Learn More from Job 

Applicants (D) Mar. 40 
Straight Talk on Performance 

Appraisal aa 
Keeping the Grapevine Under 

Control ect 


Did You Hear the Latest? .... Apr. 15 
Making a Speech? Here’s How 

to Put It Over (D) Apr. 54 
Keep Your Meeting on Target.. May 4 
“Why Doesn’t Anyone Under- 

stand Me?” 

What to Ask the Employee Who 

Quits Jun. 9 
Communication: What Employ- 

ees Expect from Their Super- 

visors 
The Art of Giving Clear Instruc- 

tions (D) 

Careless Writing Costs Money 

(D) 

The Blind Men and the Elephant Jul. 
Communication: Open Up the 

Hidden Areas (D) 
Communicating Without Words 

(D) 

Writing More Effective Letters 

to Customers (D) 

Asking Questions That Get Re- 

sults 
A Matter of Viewpoint 
High Correspondence Costs? 

Try Form Letters (D) .... Sep. 
How to Read More Effectively Oct. 
What You Can Learn from the 

Exit Interview (D) 

How to Sell an Idea to Superiors 

(D) 

6 Guidelines for Giving Instruc- 

tions (D) 

Try This Approach to Appraisals Nov. 
Writing Better Reports 

“But I Thought You Said.. . 
Custom-Tailor Your Appraisals 

(D) 

How to Frustrate Your Boss (D) Dec. 


May 20 


Cost Control 


Don’t Gamble with Maintenance Jan. 
How to Save Money by Spend- 

ing $20,000 Feb. 
Cutting Costs Through Better 

Packaging (D) Feb. 
Office Productivity: Pinpoint the 

Trouble Spots (D) Feb. 
Blueprint for Better Office Lay- 

out Mar. 
Cutting Plant Costs with a Cam- 

era (D) 


(A)—Arbitration Case; (D)—Digest; (C)—Case 
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Cutting Costs on Office Supplies Apr. 

Trimming Your Telegram Costs 
(D) 

Maintaining Office Machines: 
What Service Policy Is Best? 
(D) 

What Should It Cost? ........ May 

Make the Most of Your Lift 
Trucks (D) 

Four-Way Attack on Supply 
Costs 

“Let’s Try It This Way” 

Careless Writing Costs Money 
(D) 

Be Ruthless with Your Paper- 
work ; 

The Tools That Grew Wings.. Jul. 

Buying Paper for Copiers and 
Duplicators (D) 

Saving Money on Utilities 

What to Do About Office Theft 
(D) 

Need Plant Space? Make More 


of What You Have (D).... Aug. 


High Correspondence Costs? 
Try Form Letters (D) 

Insuring EDP Departments 
Against Disaster (D) 

How to Control Maintenance 
Work (D) 

Saving Money on Packing Mate- 
rials 

How Work Measurement Works 
in the Office (D) 

Three Steps to Lower Forms 
Costs (D) 


Blunders for Belt-Tighteners... Nov. 


Protecting Export Goods from 
Theft (D) 

Ideas for the Asking 

How to Cut Purchasing Costs.. Dec. 


Counseling 


Common Sense About Coaching Mar. 


Advice for Advice-Givers 
What You Should Not Do to 


Help an Alcoholic (D) .... Mar. 


Straight Talk on Performance 
Appraisal .... 

What a New Employee Should 
Know (D) ...} 

When a Man Thinks He’s Pro- 
motable } Oct. 


Try This Approach to Appraisals Nov. 


Creativity 


The Challenge of Change 
Keys to Creative Problem-Solv- 
ing (D) Apr. 
Don’t Wait for Ideas... 
After Them Aug. 
To Solve a Problem—Change the 
Problem Oct. 


Delegation 
Staying Ahead of Your Paper- 


How to Keep a Safety Program 


The Worm Turns (C) 

Put Employee Initiative to Work Jun. 

Happy Holiday? (C) 

Make Delegation Work — for 
You (D) 

How Much Should You Dele- 
WME iE Se ioec cds ep ican Oct. 


Discipline 

Discipline: When an Employee 
Breaks the Rules 

Lost Minutes (A) 

The Employee Who Was Caught 
Red-Handed 

What a New Employee Should 
Know (D) 

Does the Punishment Fit the 
Crime? (A) 

Four-Day Weekend (C) ; 

The Deer-Hunter’s Dilemma (A) Sep. 


Dismissal 


Missed Opportunities (A) .... Feb. 
The Rejected Assignment (A).. Aug. 


Economics for Every Day 


The New Social Security Amend- 
ments 

What the New Withholding Sys- 
tem Means to Employees (D) Aug. 

How to Succeed by Giving 
Money Away (D) 


(A)—Arbitration Case; (D)—Digest; (C)—Case 
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Employee Development 


13 Keys to Better Training.... Jan. 
8 Ways to Spark Employee En- 
thusiasm (D) Feb. 
Initiative Makes the Difference Mar. 
Common Sense About Coaching Mar. 
Straight Talk on Performance 


How to Describe a Job 

Put Employee Initiative to Work Jun. 

What You Should Know About 
Your Subordinates 

Three Ways to Boost Employee 
Enthusiasm (D) 

Make Delegation Work—for You 
(D) 

The Danger of Seeking Perfec- 
tion 

Training at the Workplace.... Sep. 

When a Man Thinks He’s Pro- 
motable 

How Much Should You Dele- 


Try This Approach to Appraisals Nov. 


Writing Better Reports 

When a Manager Forgets His 
Team 

Trainee Tension: What Happens 
When It’s Reduced (D) 

Can Employees Be Motivated? 
(D) 

What a Manager Can Learn 
from Pro Football 

Custom-Tailor Your Appraisals 


Grievances 
(See also Arbitration) 
New Employment Rights for 
Women (D) 
Rude Awakening (C) 
Health 
What You Should Not Do to 


Help an Alcoholic (D) .... Mar. 


Protect Your Child Against Poi- 
sons 

Mind over Muscle: Teaching 
Employees to Carry and Lift 
Safely 

New. Weapons Against Worker 
Fatigue (D) 


Hiring and Selection 


What a Mentally Retarded 
Worker Can Do 

The Man Who Pushed Too Hard Jan. 

Hiring Interviews: How’s Your 
Batting Average? 

Employee Selection: How Much 


How to Learn More from Job 
Applicants (D) 

How to Read an Employee Ap- 
plication (D) 

The Danger of Seeking Perfec- 


New Employment Rights for 
Women (D) 
The Underqualified Applicant 


Housekeeping 


Make Your Department Fall- 
Proof (D) 

Fire Protection for High-Piled 
Storage (D) 

Saving Money on Utilities 

Need Plant Space? Make More 
of What You Have (D) .... Aug. 

What’s So Important About 
Housekeeping? ‘ 

Plant Fires Needn’t Happen... Nov. 


Induction 


What a New Employee Should 
Know (D) 

Three Ways to Boost Employee 
Enthusiasm (D) 

Trainee Tension: What Happens 
When It’s Reduced (D).... Nov. 


Interviewing 


Hiring Interviews: How’s Your 
Batting Average? .......... Feb. 

Tips on Exit Interviewing (D) Feb. 

Employee Selection: How Much 
Does Personality Count? ... Mar. 

How to Learn More from Job 
Applicants (D) 

Straight Talk on Performance 
Appraisal 

How to Read an Employee Ap- 
plication (D) 


(A)—Arbitration Case; (D)—Digest; (C)—Case 
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What to Ask the Employee Who 
Quits 

Asking Questions That Get Re- 
sults 

What You Can Learn from the 
Exit Interview (D) 


Try This Approach to Appraisals Nov. 


Lateness 


Lost Minutes (A) 
Does the Punishment Fit the 
Crime? (A) 


Leadership 


How to Give an Order 

The Man Who Pushed Too Hard Jan. 

The Challenge of Change .... Feb. 

8 Ways to Spark Employee En- 
thusiasm (D) 


Initiative Makes the Difference Mar. 
Common Sense About Coaching Mar. 


The Value of Trust May 
The Employee Who Fell Short. May 
Abdicators, Autocrats, and Other 


Managerial Species (D) .... May 3 


Put Employee Initiative to Work Jun. 
The Importance of Intangibles Jul. 
Communication: Open Up the 
Hidden Areas (D) Jul. 
Make Delegation Work—for You 
(D) Jul. 
Managing Change: 6 Ways to 
Turn Resistance into Accept- 


ance Aug. 


How Much Should You Dele- 
GET) 8 a ass etek ee eens Oct. 


What Is a Manager? ......... Nov. 


When a Manager Forgets His 


Team Nov. 
Create a Climate for Change (D) Nov. 


For Administrative Managers: 


Tips on Getting Ahead (D).. Nov. 


Maintenance 


Don’t Gamble with Maintenance 

New Ways to Use Machine Lu- 
bricants (D) : 

Check List for Plant Fire Pro- 
tection (D) 

Cutting Plant Costs with a Cam- 
era (D) 


8 


43 


51 


. 44 


Tips on Maintaining Eye Safety 
Equipment (D) 

How to Fight the Safety Hazard 
You Can’t See 

Preventive Medicine for Plant 
Power Failures (D) 

Maintaining Office Machines: 
What Service Policy Is Best? 
(D) 

How to Control Maintenance 
Work (D) 

Installing New Machinery: Prep- 
aration and Procedures (D) 

Plant Fires Needn’t Happen... 

Preventive Maintenance Around 
the Clock (D) 


Managing Your Job 


How to Beat the Clock (D)... 

Know Thyself: First Step to Bet- 
ter Appraisal Performance (D) 

What Is Success? (D) 

Staying Ahead of Your Paper- 
work 

Initiative Makes the Difference. 

Keeping the Grapevine Under 


Is It Legally Binding? What 
the Supervisor Should Know 
About Contracts 

Keys to Creative Problem-Solv- 
ing (D) 

What a New Employee Should 
Know (D) 

Keep Your Meeting on Target 

The Value of Trust 

Abdicators, Autocrats, and Other 
Managerial Species (D) .... 

What’s So Special About Women 
Workers? (D) 

Do Less—and Accomplish More 

Checked Up on Your Methods 
Lately? (D) 

What You Should Know About 
Your Subordinates 

Be Ruthless with Your Paper- 
work 

The Importance of Intangibles. 

Make Delegation Work — for 
You (D) 

Don’t Wait for Ideas—Go After 


(A)—Arbitration Case; (D)—Digest; (C)—Case 
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Jan. 


Jan. 
Jan. 


Feb. 
Mar. 


Apr. 


Apr. 
Apr. 
Apr. 
May 
May 
May 


May 
Jun. 


Jul. 





Staying Ahead of Your Paper- 
work 

Cutting Costs Through Better 
Packaging (D) 

Tips on Exit Interviewing (D). 

Office Productivity: Pinpoint the 
Trouble Spots (D) 

Blueprint for Better Office Lay- 

' out 

How to Learn More from Job 

Applicants (D) 


Manners for Managers 

Managing Change: 6 Ways to 
Turn Resistance into Accept- 
ance ... 

The Danger of Seeking Perfec- 


A Matter of Viewpoint 

What’s So Important About 
Housekeeping? Sep. 

More Planning, Fewer Crises.. Sep. 

“Where Did the Day Go?” (D) Sep. 


How Much Should You Dele- 
ORT Fn scan ai vale iad ocbciaratalee 

How to Sell an Idea to Superiors 
(D) 

When a Manager Forgets His 
Team 

Create a Climate for Change (D) 

For Administrative Managers: 
Tips on Getting Ahead (D) 

What a Manager Can Learn 
from Pro Football 

The Power of Generosity 

How to Frustrate Your Boss (D) 


Manpower 


What a Mentally Retarded 
Worker Can Do 

Office Productivity: Pinpoint the 
Trouble Spots (D) 

How to Describe a Job 


Materials Handling 


Make the Most of Your Lift 
Trucks (D) 

Mind over Muscle: Teaching 
Employees to Carry and Lift 
Safely 


Meetings 


Keep Your Meeting on Target May 


How to Sell an Idea to Superiors 


Methods 


13 Keys to Better Training .... 

How to Beat the Clock (D)... 

New Ways to Use Machine Lu- 
bricants (D) 

There’s Always a Better Method 


Oct. 
Oct. 


Oct. 


16 
39 


43 


54 


How Operations Research Helps 
Decision-Makers (D) 

Cutting Costs on Office Supplies 

Trimming Your Telegram Costs 
(D) 

Maintaining Office Machines: 
What Service Policy Is Best? 
(D) 

The Countless Uses of Counters 
(D) 

Keep Your Meeting on Target 

What Should It Cost? ........ 

How to Describe a Job 

3 Keys to Accident Prevention 
(D) 

How to Read an Employee Ap- 
plication (D) 

Behavior Research: Key 
Higher Productivity (D) .. 
Do Less—and Accomplish More 

“Let’s Try It This Way” 

Checked Up on Your Methods 
Lately? (D) 

The Art of Giving Clear Instruc- 
tions (D) 

Optical Scanning: A Computer’s 
Best Friend (D) 

Be Ruthless with Your Paper- 


Mind over Muscle: Teaching 
Employees to Carry and Lift 
Safely 


Safdty: Build It into the Job (D) Jul. 


Buying Paper for Copiers and 
Duplicators (D) 

New Weapons Against Worker 
Fatigue (D) 

Don’t Wait for Ideas .. . 
After Them 

Production Scheduling: How to 
Finish the Right Job at the 
Right Time 


(A)—Arbitration Case; (D)—Digest; (C)—Case 
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Managing Change: 6 Ways to 
Turn Resistance into Accept- 


Aug. 


Can You Find What You File? 


(D) Aug. 


Need Plant Space? Make More 


of What You Have (D) .... Aug. 


Hard Hats: They’re No Good 
Unless They Fit (D) 
More Planning, Fewer Crises.. Sep. 
“Where Did the Day Go?” (D) Sep. 
High Correspondence Costs? 
Try Form Letters (D) .... Sep. 
Insuring EDP Departments 
Against Disaster (D) 
How to Control Maintenance 
Work (D) Sep. 
Saving Money on Packing Mate- 
rials Oct. 
How to Read More Effectively Oct. 
How Work Measurement Works 
in the Office (D) Oct. 
Three Steps to Lower Forms 
Costs (D) Oct. 
6 Guidelines for Giving Instruc- 
tions (D) Oct. 


Writing Better Reports Nov. 


Protecting Export Goods from 


Theft (D) Nov. 


How to Cut Purchasing Costs.. Dec. 
Preventive Maintenance Around 
the Clock (D) Dec. 


Morale 

8 Ways to Spark Employee En- 
thusiasm (D) Feb. 

Keeping the Grapevine Under 


Did You Hear the Latest? .... Apr. 
The Value of Trust May 
Put Employee Initiative to Work. Jun. 
Communication: What Employ- 
ees Expect from Their Super- 
visors 
The Importance of Intangibles Jul. 
Three Ways to Boost Employee 
Enthusiasm (D) 
Managing Change: 6 Ways to 
Turn Resistance into Accept- 
ance 


(D) 
What’s So Important About 
Housekeeping? ............ Sep. 


22 
13 


40 


ar 
. 43 


16 


The True Test of Morale 

When a Man Thinks He’s Pro- 
motable Oct. 

Create a Climate for Change (D) Nov. 

Trainee Tension: What Happens 

When It’s Reduced (D) Nov. 
Can Employees Be Motivated? 

(D) Nov. 
The Power of Generosity Dec. 
When an Employee’s Goals Are 

Blocked (D) 


Motivation 


(See also Appraisal; Communica- 

tion; Morale) 
How to Give an Order re 
13 Keys to Better Training. ... . 16 
Subtle Sabotage (C) oe a 
How to Keep a Safety Program 

Alive le 
Communication That Gets Re- 

sults (D) : oa 
8 Ways to Spark Employee En- 

thusiasm (D) ‘eb. 39 
Initiative Makes the Difference Mar. 4 
Common Sense About Coaching Mar. 16 
Straight Talk on Performance 

Appraisal Apr. 4 
The Employee Who Fell Short May 22 
“Stop Killing the Job” (C) ... May 29 
Behavior Research: Key to 

Higher Productivity (D) ... May 50 
Put Employee Initiative toWork Jun. 4 
Too Nonchalant (C) . ee 
Communication: Open Up the 

Hidden Areas (D) Ful: 33 
Three Ways to Boost Employee 

Enthusiasm (D) Jul. 40 
Don’t Wait for Ideas .. . 

After Them Aug. 4 
Managing Change: 6 Ways to 

Turn Resistance into Accept- 

ance Aug. 21 
Try This Approach to Appraisals Nov. 4 
Create a Climate for Change (D) Nov. 36 
Can Employees Be Motivated? 

(D) Nov. 54 
What a Manager Can Learn 

from Pro Football ae 
Custom-Tailor Your Appraisals 

(D) mae 
When an Employee’s Goals Are 

Blocked (D) 


(A)—Arbitration Case; (D)—Digest; (C)—Case 
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Office Management 


(See also Appraisal; Boss-Supervisor 
Relationships; Communication; Cre- 
ativity; Delegation; Induction; Inter- 
viewing; Leadership; Morale; Moti- 
vation; Planning; Training; Writing) 


Choosing the Right Office Copier 
(D) 

How to Save Money by Spend- 
ing $20,000 

Office Productivity: Pinpoint 
the Trouble Spots (D) 

Blueprint for Better Office Lay- 
out 


Feb. 


Feb. 


Cutting Costs on Office Supplies Apr. 


Trimming Your Telegram Costs 
(D) ... 

Maintaining Office Machines: 
What Service Policy Is Best? 
(D) 

Four-Way Attack on Supply 


Be Ruthless with Your Paper- 


Buying Paper for Copiers and 
Duplicators (D) 

Can You Find What You File? 
(D) 

What to Do About Office Theft 
(D) 

High Correspondence 
Try Form Letters (D) 

Insuring EDP Departments 
Against Disaster (D) 

How Work Measurement Works 
in the Office (D) 

Three Steps to Lower Forms 
Costs (D) 

Blunders for Belt-Tighteners. . . 


Costs? 


Personal Management 


The New Social Security Amend- 
ments 

Driving on Ice and Snow 

Where to Get Good Maps 

If the I.R.S. Questions Your 
Taxes 

Protect Your Child Against Poi- 
sons 

Can You Spot These Driving 


Apr. 


Jul. 


Aug. 


Aug. 


Sep. 
Sep. 


Oct. 


48 
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50 
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18 


40 


21 
24 


ae 


bee 


26 


25 


Wanted—Volunteers to Tidy Up 
a Nation 

Camping Out on Wheels 

What a Wife Should Know 
About Her Family’s Finances 

Treat Gasoline with Care 

What You Should Know About 
Checking Accounts 

When You Are ‘Asked for Con- 
tributions 


Planning 


Don’t Gamble with Maintenance 

How to Beat the Clock (D)... 

Staying Ahead of Your Paper- 
work 

How Operations Research Helps 
Decision-Makers (D) 

Straight Talk on Performance 
Appraisal 

Keep Your Meeting on Target. . 

Do Less—and Accomplish More 

Checked Up on Your Methods 
Lately? (D) 

Production Scheduling: How to 
Finish the Right Job at the 
Right Time 

More Planning, Fewer Crises. . 

“Where Did the Day Go?” (D) 

How to Control Maintenance 
Work (D) 

Installing New Machinery: Prep- 
aration and Procedures (D). 

Create a Climate for Change (D) 


Plant and Equipment 


Don’t Gamble with Maintenance 

New Ways to Use Machine Lu- 
bricants (D) 

Choosing the Right Office Copier 
(D) 

Check List for Plant Fire Pro- 
tection (D) 

How to Save Money by Spend- 
ing $20,000 

Should We Go Metric? (D) ... 

Fire Protection for High-Piled 
Storage (D) 

Cutting Plant Costs with a Cam- 
era (D) 

Tips on Maintaining Eye Safety 
Equipment (D) 


(A)—Arbitration Case; (D)—Digest; (C)—Case 


Sep. 
Oct. 


Nov. 


Dec. 2 


Jan. 
Jan. 


Feb. 
Mar. 
Apr. 


May 
Jun. 


Sep. 
Sep. 


Oct. 
Nov. 


Jan. 


Jan. 


Jan. 


Feb. 
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How to Fight the Safety Hazard 
You Can’t See 

Preventive Medicine for Plant 
Power Failures (D) 

Is It Legally Binding? What 
the Supervisor Should Know 
About Contracts 

Maintaining Office Machines: 
What Service Policy Is Best? 
(D) 

The Countless Uses of Counters 
(D) 

Make the Most of Your Lift 
Trucks (D) 

How to Control Static Electricity 
(D) 

How Good Are Your Machine 
Guards? (D) 

The Tools That Grew Wings. . 

New Weapons Against Worker 
Fatigue (D) 

Saving Money on Utilities 

Production Scheduling: How to 
Finish the Right Job at the 
Right Time 

What to Do About Office Theft 
(D) 

Need Plant Space? Make More 
of What You Have (D) .... 

Hard Hats: They’re No- Good 
Unless They Fit (D) 

Insuring EDP Departments 
Against Disaster (D) 

How to Control Maintenance 
Work (D) 

Watch Out for These Handling 
Hazards (D) 

Installing New Machinery: Prep- 
aration and Procedures (D) 

Signal Devices: Their Use in 
Plant Safety and Efficiency 
(D) 

Plant Fires Needn’t Happen... 

Tailor the Machine to the Oper- 
ator (D) 

Preventive Maintenance Around 
the Clock (D) 

Why a Minor Accident Is a 
Major Problem (D) 


Problem-Solving 


(See also Creativity) 
The Challenge of Change 


Apr. 


Apr. 


Apr. 


Apr. 
Apr. 


May 


Jun. 


Jun. 
Jul. 


Jul. 


Aug. 


Aug. 
Aug. 
Aug. 


Aug. 5 


Sep. 
Sep. 
Sep. 


Oct. 


Oct. 


Nov. 


Nov. 


4 


How Operations Research Helps 
Decision-Makers (D) 

Keys to Creative Problem-Solv- 
ing (D) 

Don’t Wait for Ideas... 
After Them 

Managing Change: 6 Ways to 
Turn Resistance into Accept- 

Aug. 

To Solve a Problem — Change 
the Problem 

Ideas for the Asking 


Aug. 


Productivity 
(See also Methods; Morale; Motiva- 
tion) 
The Man Who Pushed Too Hard Jan. 29 
There’s Always a Better Method 
(D) 
How to Save Money by Spend- 
ing $20,000 
Office Productivity: Pinpoint the 
Trouble Spots (D) : 
The Employee Who Fell Short. May 
“Stop Killing the Job” (C).... May 
Behavior Research: Key to 
Higher Productivity (D) .... May 
“Let’s Try It This Way” 
“Where Did the Day Go?” (D) Sep. 
How. Work Measurement Works 
in the Office (D) 
Tailor the Machine to the Oper- 
ator (D) 
Trainee Tension: What Happens 
When It’s Reduced (D) .... Nov. 


Promotions 


What You Should Know About 
Your Subordinates 

The Danger of Seeking Perfec- 

Aug. 

When a Man Thinks He’s Pro- 
motable 

When a Manager Forgets His 
Team 

Disputed Decision (C) 


Jul. 


Oct. 


Nov. . 
Nov. 


Public Speaking 

Making a Speech? Here’s How 
to Put It Over (D) 

Keep Your Meeting on Target. . 


(A)—Arbitration Case; (D)—Digest; (C)—Case 
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Quality Control 


(See also Communication; Cost Con- 


trol; Training) 


Cutting Costs Through Better 
Packaging (D) 

Cutting Plant Costs with a Cam- 
era (D) 

The Countless Uses of Counters 
(D) 

What Should It Cost? ........ 

Training at the Workplace... . 

Trainee Tension: What Happens 
When It’s Reduced (D).... 


Reading 


Read Faster and Better (D)... 
How to Read More Effectively 


Safety 


Check List for Plant Fire Protec- 
tion (D) 

Driving on Ice and Snow 

How to Keep a Safety Program 


Make Your Department Fall- 
Proof (D) 

Fire Protection for High-Piled 
Storage (D) 

Cutting Plant Costs with a Cam- 
era (D) 

Tips on Maintaining Eye Safety 
Equipment (D) 

How to Fight the Safety Hazard 
You Can’t See 

Preventive Medicine for Plant 
Power Failures (D) 

Protect Your Child Against Poi- 
ae REE OS Pe eB 

3 Keys to Accident Prevention 
(D) 

Can You Spot These Driving 
BUONO oa rats osern eats 2 os 

How to Control Static Electric- 
ity (D) 

How Good Are Your Machine 
Guards? (D) 

Mind over Muscle: Teaching 
Employees to Carry and Lift 
Safely 

Safety: Build It into the Job (D) 


May 
Sep. 


Nov. 


Feb. 
Oct. 


Feb. 


Feb. 


Mar. 


Mar. 


Mar. § 


Apr. 


Apr. 
May 
May 
Jun. 
Jun. 
Jun. 


Jul. 
Jul. 


14 
36 


Hard Hats: They’re No Good 
Unless They Fit (D) 

Watch Out for These Handling 
Hazards (D) 

Treat Gasoline with Care 

Signal Devices: Their Use in 
Plant Safety and Efficiency 
(D) 

Plant Fires Needn’t Happen. ... 

Why a Minor Accident Is a 
Major Problem (D) 


Self-Development 


How to Beat the Clock (D)... 
Know Thyself: First Step to Bet- 
ter Performance Appraisal 


What Is Success? (D) 

The Challenge of Change 

Staying Ahead of Your Paper- 
work 

Read Faster and Better (D).... 

Initiative Makes the Difference 

Common Sense About Coaching 

Keys to Creative Problem-Solv- 
ing (D) 

Making a Speech? Here’s How 
to Put It Over (D) 

Abdicators, Autocrats, 
Other Managerial Species (D) 

Do Less—and Accomplish More 

Communication: What Employ- 
ees Expect from Their Super- 
visors 

Checked Up on Your Methods 
Lately? (D) 

Communication: Open Up the 
Hidden Areas (D) 

Make Delegation Work — for 
You (D) 

Manners for Managers 

Asking Questions That Get Re- 
sults 

“Where Did the Day Go?” (D). 

To Solve a Problem—Change the 
Problem 

How to Read More Effectively 

How Much Should You Dele- 
ET is imac alata metal ety SUG 


When a Manager Forgets His 


(A)—Arbitration Case; (D)—Digest; (C)—Case 


Jan. 


Jan. 
Jan. 


Feb. 


Feb. 
Feb. 
Mar. 
Mar. 


Apr. 3 


Apr. 


May 
Jun. 


Jul. 
Aug. 


Sep. 
Sep. 


Oct. 
Oct. 


Oct. 
Nov. 


DECEMBER, 1966 





For Administrative Managers: 
Tips on Getting Ahead (D).. 


Special Supervisory Problems 


What a Mentally Retarded 
Worker Can Do . 

The Man Who Pushed Too Hard Jan. 

Discipline: When an Employee 
Breaks the Rules 

Office Outcast (C) 

Advice for Advice-Givers 

The Employee Who Was Caught 
Red-Handed 

What You Should Not Do to 
Help an Alcoholic (D) 

Is It Legally Binding? What the 
Supervisor Should Know 
About Contracts 

Unfair Competition? (C) 

The Employee Who Fell Short May 

What to Ask the Employee Who 
Quits 

The Tools That Grew Wings... Jul. 

The Bet That Backfired 


Technology 


Should We Go Metric? (D) ... Feb. 

Coming — Traffic Lights That 
Think (D) 

The Countless Uses of Counters 


Nov. 


52 


ao 


. 49 


Silicon Chips: Miracle of Minia- 
turization (D) ) 
Reaping the Sea’s Riches (D).. Jun. 
Optical Scanning: A Computer’s 
Best Friend (D) 
What Will Computers Do Next? 
(D) 
Computers That Program Them- 
selves (D) 
Ideas for the Asking 


Training 


9 


41 
40 


49 
42 


38 
10 


(See also Communication; Delega- 


tion; Safety) 
13 Keys to Better Training.... Jan. 


16 


There’s Always a Better Method 
(D) 

Cutting Plant Costs with a Cam- 
era (D) 

What a New Employee Should 
Know (D) 

How to Describe a Job ) 

Put Employee Initiative to Work Jun. 

Mind over Muscle: Teaching 
Employees to Carry and Lift 
Safely Jul. 

Safety: Build It into the Job (D) Jul. 

Training at the Workplace 

6 Guidelines for Giving Instruc- 
tions (D) 

Writing Better Reports ....... Nov. 

Trainee Tension: What Happens 
When It’s Reduced (D) 

What a Manager Can Learn 
from Pro Football 


Women Workers 


Unfair Competition? (C) 

What's So Special About Women 
Workers? (D) 

New Employment Rights for 
Women (D) 


Workers, Special Groups 


What a Mentally Retarded 
Worker Can Do 

Office Outcast (C) 

What You Should Not Do to 
Help an Alcoholic (D) 

Unfair Competition? (C) 

What’s So Special About Women 
Workers? (D) 

New Employment Rights for 
Women (D) 


Writing 
(See also Communication) 


Writing Letters to Busy People Jan. 
Careless Writing Costs Money 
(D) 
Writing More Effective Letters 
to Customers (D) 
Writing Better Reports 


(A)—Arbitration Case; (D)—Digest; (C)—Case 
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